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VACANCY ANNOUNCEMENT Closing Date 4 Dec 05
178 :
Date of Issue 21 Nov 05
LERTES Job title (%R Grade _ 4 /FFFFMLAD 2) X IN 4. B EE &P Area of Consideration
Administrative Specialist, #9 No. of Recruitment | P 33 MLC/IHA f¢ %8 (FREMA)
(BRI Current MLC/IHA Employee within Activity
ZEEAIRES T RL%#R Acceptable Trainee Level: 1-3 14 LZl mi %&%ﬁljg E%E(ﬁiﬂ]lﬂg t
X E#H%R ] Hre®R LIRE®R L EER e P e e s
Administrative  Blue Collar Trade Security Medical X B MLCHA RRB(£E B KE)

— Current MLC/IHA Employee Japan Wide
2.8BBR Acivity X1 4} &8 Off Base Applicant

Prodnetion Darmrment | ks GRD 5. RFIOTEH Type of Employment
Shop Division (Code 350) % i\ﬁic -
=T FEFET 3 .
ENFEIBPT Work Place: A8 7B 1 JHET Tomari-cho, Yokosuka 5 B Permanent

3. ENFHEERE Work Schedule (38 _4 O FEREIH hrww) — ..

" — PR Limited T
£17% B Work Days: AEEB A o€ H Monday - Friday [JARE Limited Term
ISR - /AE Work Hours/Recess Period: 0800 — 1645 / 1200 - 1245
[] %2} Night Shift X B % Overtime X H3E Business Travel

6.FEFEME Duties

Performs typical administrative/clerical duties to assist Director (C350), Shop Superintendent (C350A), and other staff members in
the Division. Prepares outgoing correspondence, Notices, Memorandums, Instructions, etc. by collecting the necessary information
and materials, develops/maintains filing systems and procedures, and receives/distributes documents and memorandums. Receives
telephone calls and visitors from various activities in a cordial manner and refers them to appropriate staff members, or takes message
in their absence. Maintains supervisor schedule of appointments and informs them of status. Performs other related or incidental
duties as assigned.

1.EBEHS.  BASEHE Qualification/Physical Requirements

One year of clerical, technical, or administrative work experience in any field. If applicant does not have such work

experience, completion of 4-years college/university in any field may qualify him/her at 1-4 level.

Knowledge of navy correspondence, procedures governing administrative phases of Planning Department.

Skill in operating personal computer such as Microsoft Outlook/Work, Excel, etc.

Ability to perform general clerical work and secretarial work.

Ability to speak, read and write English and Japanese at average proficiency level (LAD-2).

*An applicant who does not fully meet the qualification requirements stated above may be hired at a lower grade level.

1-3: One year of general work experience. If applicant does not have such work experience, completion of 2 years junior
college/technical school or 4-years degree in any field may qualify him/her at 1-3 level.

* A handicapped applicant may be accepted, depending upon the degree and kind of disability.

oao o

%EE j] English Language Proficiency : DLZ‘E’; L None D*}J ff‘& Basic |Z| EF‘ fﬁ& Intermediate D_tﬁ‘& Advanced D#%Erxha)ﬁg jj Exceptional

£FFE Educational Background : N/A | $EFEE.1& T &F License/Certificate Required : N/A
8.12HH 9 5 1 D Application and Associated Documents BEFER R Working Condition

*X] 22 & S FA#E Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil
*X) BB FERREE Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil
*MEEA L Complete * in [ ] BAZE T Japanese [X] #HIET English [] &5 5 T4 Either

X KEOREHNZIMHAET 5L DDE L Certificate of English Proficiency (Copy)

X80 MUIF#fhft L. BEHEOBEES FAT- KL EEVRIEAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

fELyE 5k for Job Inquiries 12 1 5E Office to Submit EFHEWIBIR For Official Use
SELEE B LHF A Office/POC T238-0001 #%)I|E4&EE HIART 1 Fih, Box 22 PD No.: SRF-350-002
KBEREEHEM 1 banchi Tomari-cho, Yokosuka, Box 22
fEMEER O— K840 KBEHRAREMFES AEEHERR HRO) PD is accurate and current.
BLEL Name : BR(BF) CNEFJ, HRO N131D Certified by Activity: kk
Ei# 046-816-4553/(4552) i 046-816-8152 (DSN) 243-8152
(DSN)) 243-4553/(4552) HRO: AH 11/18 ms 11/18

ICEEEZHIZLTWRWMEE. EZDORRIZEY FH A, Incomplete applications will not be considered.
RESNEICHEEFTER L LEHA Submitted applications will not be returned.



